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MARI NE CORPS BASE ORDER 7510.1A

From Commandi ng  Gener al
To: D stribution List

Subj : SOP FOR THE MCCDC/ MCB COMVANDI NG GENERAL'S " HOTLI NE'

Ref : (a) MCO 7510.5A
Encl : (1) Hotline Wbrksheet
1. Pur pose. To establish and provide guidelines for a |ocal

"HOTLINE" for conplaints, questions of a wide range of interest,
and reports of suspected cases of fraud, waste, abuse, and

m smanagenent .

2. Cancel | ati on. MCBO 7510. 1.

3. Summary of Revi sion. This revision contains a significant
nunber of changes and should be reviewed in its entirety.

4, Cener al . The reference requires the establishment of a |[ocal
"HOTLINE" to report and renedy fraud, waste, abuse, and

m smanagenent . This "HOTLINE" should ensure freedom from
retribution for the individual filing the conplaint. In order to
acconmplish this task, a direct line of commnication nust be

mai ntai ned between responsible officials and concerned individuals.
The CG’s "HOTLINE'" provides this direct line for this Base.

5. I nf or mat i on. The "HOTLINE' is open to all mlitary personnel,
civilian enployees, and dependents aboard this Base, including
tenant activities.

a. Conplaints, questions, and reports of suspected fraud,
wast e, abuse, and m smanagenent may be submtted by dialing the
"HOTLI NE" t el ephone nunber, ( 703) 784-2392. Duri ng nor mal wor ki ng
hours, the CG’s representatives in the Base Inspector's office
answer the telephone and record the conplaint, questions or report
using the enclosure. During non-duty hours, or when personnel are
not available to answer the telephone, a nechanical answering
service, which provides detailed instructions on how to report
information, is to be used.
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b. The information received shall be handled in strict
conf i dence. I ndividuals may remain anonynous, although it is
preferred that a neans be provided by which officials may contact the
caller for further information if necessary.

c. Oficials are to investigate situations reported via the
"HOTLINE" to determine if there actually is a case of fraud, waste,
abuse, or msnmanagenent; or basis for a conplaint. In order to
ensure a thorough investigation, the following information should be
provi ded:

(1) The item incident, event, or procedure and the reason it
is considered to be a conplaint or a case of fraud, waste, abuse, or
m smanagenent .

(2) The original source of the information (i.e., another
person, personal observation, etc.).

(3) Wien the incident occurred, or, if the problem is
ongoing, the length of time the operation has been in effect (i.e.,
| ast Tuesday at 10:15, or continuous/ongoing for “x” tine, etc.).

(4) Where the incident occurred or the l|ocation where the
operation is being conducted.

(5) Wiat organization and/or individual (s) are believed to be

i nvol ved.

(6) Ildentification of caller (name, unit, and telephone
nunber) is not required, however, if given, it provides a neans of
obtaining additional information, if needed.

d. Wen information is readily available, a response is provided
to the caller within 48 hours. To receive a status report on their
conplaint, the caller may contact the Inspector's office and provide
the assigned control nunber. A followup or final response is nmade to
the caller upon conpletion of the investigation or research.

e. Information submtted in good faith is appreciated. When
determned by the Inspector and/or the Chief of Staff to be
of potential interest and benefit to the greater Quantico conmunity,

the issue will be considered for publication in the Quantico Sentry.
In such cases, the identity of the caller wll renmain anonynous and
the Inspector will attenpt to notify the caller that the issue is

bei ng considered for possible publication.
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f. Mlitary and civilian personnel matters, which are
appropriately addressed via the chain of command, request nast, or
grievance procedures (i.e. Equal Qpportunity, Equal Enploynent
Qoportunity, Wrkman's Conpensation, etc.), wll not be addressed by
the "HOTLINE. "

6. Uilization

a. Information received is given careful consideration and
directed to the appropriate officials or comrand for investigation.
The results of each investigation is forwarded to the CG MZB for
revi ew.

b. Information received that is not within the purview of this
Oder wll not be investigated using procedures established for
"HOTLI NE* information and action. The caller will be referred to the
appropriate source for addressing their concerns; reports of these
calls will be filed with no further action.

7. Action

a. | nspector. Assunme staff cognizance of the CG’s "HOTLI NE

progr am

b. Public Affairs Oficer. Coordinate with the Base Inspector,
functional area manager, and Chief of Staff to determne the nerits
of publishing information that would be of an informative and
educational nature to all hands.

c. Addressees. Cooperate fully by rendering assistance, as
required, during investigations of conplaints or suspected cases of
fraud, waste, abuse, and m snanagenent.

£ Campref)-.

Chief of Staff

DI STRI BUTI ON\: | NTERNET
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Control Number: Call Received by:

Time Call Received: Date: Name of Caller:

Nature of Allegation:

Against Whom (Individual/Organization):

Date/Time of Incident: Location:

Details:

NOTE: Téll caller all information provided will be kept confidential — provide them with a control number for future reference.

The source chose to remain CONFIDENTIAL/PROTECTED. However, the information contained herein may tend to identify the source and
is not to be released in whole or in part to those involved in the complaint or to any unauthorized personnel. If partial release of the
information is required to assist in the investigation, every effort will be made to protect the source's identity in keeping with DoD Directive
7050.1, Defense Hotline, and Public law 95-452, as amended bv Public Law 97-252.

ENCLCSURE (1)



